
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.
1800

Page l of 2

Agency MARYLAND DEPARTMENT OF TRANSPORTATION (MOOT) D i v i s i o n / U n i t Regional &
State Highway Administr t ion (SHA) Intermodat Planning (RIPD)

Item
No Description Retention

1. GENERAL-CQRRESPQNDENCE-AND-ABMINISTRATIVE-F-ILES
Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, studies,
reports, directives, policies, and other material^
related to the administrative of the Regional and
Intermodal Planning Division.

Screen annually and destroy
that material no longer needed
for current business.

Directives, policies, and other
material related to the plann-
ing and policy that illustrate
the development of the Regional
and Intermodal Planning Divsiio
retain permanently for eventual
transferutotdie MD State Archive

Road Transfers
Letter sized files arranged by route number.
These records identify who owns the road.(i.e.
Municipality, County and State).

Special Issues Files:
Letter size paper files arranged alphabetically
first by county, then by project name. Includes
correspondence, reports and/or other documenta-
tion for short-term planning issues which do not
fall under one specific route. SHA may not
necessarily even be the lead agency, but has been
asked to provide input/expertise. Examples
include: development sites (Redskins stadium site!),
agreement with counties, review of county master ,
plans, etc.

Permanent. Transfer
periodically to the Maryland
State Archives (MSA).

Maintain in office for 2 years
after SHA becomes inactive in
project: then forward to the
MD State Records Center for an
additional 10 years; then destrcjy

Approved by Department, Agency,
or Division Representative.

Date

Signature-

Type Name-

Title

02./O-7 \°\(o

Dennis N. Simpson

Asst. Chief, RIPD

Schedule Authorized by State
Archivist.

Date

Signa'

DGS 550-1 (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

1800

Page 2 of 2

Item
No Description Retention

* 5.

6.

11

State Route Fi les:
Letter size paper f i l e s , arranged alphanumericall,
f i r s t by county, then by route number. These are
the historical state route f i les and include
docuentation of the planning act iv i t ies on the
varrious routes located in Maryland.

Metropolitan Planning Organization (MPO) Files:
Letter sized f i l es arranged alphabetically by
subject, then by program year. Includes informa-
tion on the Transportation Improvement Program
(RIP) and long-range plans; current MPO committee
and sub-committee meeting minutes and handouts
that are used on a daily basis; and SHA's input
into the programs, representating a history of
SHA's transportation program in urban areas.

Public/Private Third Party Agrements:
Letter sized f i les arranged alphabetically by i u
subject or numerically by route. These records n
include a l l the backup materials and documentatior
for negotiations of th i rd party agreements ( i . e .
with counties, developers, or others) as well as
the f inal negotiated agreement for special projec
or issues. These records must be kept permanently
because the agreemtns identi fy which agency is
responsible for implementation, maintenance, etc.

Roll Plans:
Large bulky sized plan rolls (approx. 24" long x
42" wide) currently stored in tube files (not con-
dusive for microfilming), These plan sheets
illustrate various feasibility study/planning
concepts. They are one-of-a-kind documents
generated by the RIPD.

Non-Record-RIPD-File. This file contains copies
of records located Tn any of the following MPO
Offices: Washington, DC; Baltimore, Cumberland,
Hagerstown, MD and Wilmington, Delaware.

Permanent. Transfer periodi-
cally to the MD State Archives

* Maintain in office for 2 years;
then forward to the MD State
Records Center for an additional
3 years; then destroy.

Permanent. Transfer periodic-
ally to the MD State Archives.

Retain in office for 5 years;
then forward to the MD State
Records Center for an addition'
al 10 years; then destroy.

DGS 550-1A (Rev. 10/92)



Instructions - Typo or Prwrt a separate form lor aaeh
now or revised record series, forward with Record
Ratantion Schcxkia (DGS 550-1)

{DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATCHUOO BOAO
P.O BOX 275

JESSUP. MAHYLANO 20794

AGENCY RECORDS irWmi^iORY

PAGE. I OF

jpartnont/Agency

State Highway Administration
(RIPD)

2. Division

Office of Planning & Preliminary Eogrg.

3.Unil

Regl & Intecmodal Plan, Div.

OERNmoM - RECORD SERIES - A group of n>toted records normaly filed and used a, * unii (or referenw « WG« as mmtaiaid dhpor t tap^po^

4. Record Series Tide

General Correspondence/Admioistration

5. Eartsst YoarfUtsst Year

l>m~* Present

6. Reczfd S«k , 5 Desoiptfan (SrieBy dosofce « » types of mtannflflannWQCumentertonTa Bound in the swies. I n d i i * «ia purpo» or tunalon titomn*.

Letter size paper files, arranged alphabetically ty subject.
These files fadude tontine correspondence, letters of inquiry, memoranda of instruction (both internal and external), status
reports and general administrative records.

7. Record Series Formats)

^ Latter S1» n Wicrofflm

0 Legal Size • Computer Tape

n Bound Book a Floppy Disk

^ ^ 1 Audo Tape D Video Tape

^ ^ C Othar (specify)

S. Record Series Sequence

f £ Alphabetical

O Numerical

• Chronological

D Geographical

Q Other (specify}

9. Volume

Number

u R e Drawees)
Q Microfilm Roel(s)

D Cwtipulor Tap«(iJ)
• Other (specify)

10. Annual Accumulation
) • File Drawees)

? O MfcroBm Re«»(s)
£• D Computer Tapo(s)

Number O Other (spodfyj

11. FleisUssd
Jt^DoAy • Weekly 0 Marrihly

12. File Becomes Inactive After
QLJ O Month(s)

Number
M Yearns)

13. Cu^ent LocaJon(s) (Bldg.. Boor. Room)

707 N. Carvert SL/Sih floor

U. Is Record SsriBS Duplicated Elsewhere?
(If YBS. specify aswgy or office)
• Yes t ^ No

15. Aocsss Restrictions n Yes % No
(If Yee. cite Law<s) & Regulation^)

IB. Autit Reqiuiremenis

None O Stats D Federal • Indspendertt

17. Is an Index System Used? (It yee, eoiplaJn briefly and daswibo
any hadwaiVsoftwaiB

O Yes No

IB. Recommand&d Retenlian

Screen anually and destroy that material no :

longer needed for current business. Directives,
policies, and other material related to the
planning and policy that illustrate the devel-
opment of the agency retain permanently for
eventual transfer to the MD State -Arrhivp*;-.

* Naiflo and TUle of Prerarar
Doug Simmons, RIPD Division Chief

20. Telephone Number
410/345-5675

21. Date

January 3 1 , 1996

3(35^550-4 (HevTiraSJ

Figure 1



Instructions • typo or PrjrH a, separate form (or each
now or revised record series, foiwanl with Record
flatanrion Schedule (DGS 5S0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGSdENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OP JL
[ ^agartrnei

l ^ a t e H i

ntfAgency

Ite Highway Administration
(RIPD)

2. DhrisOn

OflEce of Planning & preliminary Eogrg.

3. Unit

Reg! <& Intermodal Plan. Div.

DEFINITION - RECORD SERIES - A group of related records normally. Bad and used as a unit tor reference as well as retention and disposition purposes.

4. Record Senas Tft»

Road Transfers

S. Earliest Year/latest Year
.. tp

1972 Present

6. Record Series Description (Briefly describe the types oi inlormaiionn/docuingntartonns found in th» series. Include the puiposs or (unction of the series.

Let ter s i zed files arranged b y route number. T h e s e records identify w h o o w n s t h e road, i - e - M u n i c i p a l i t y , C o u n t y
and State.

7. Record Series Formats)

^Letter Size

• LagalSizs

n Sound Book

^^Audio Tape

'^nOihBr (spwcrly)

• Microfilm

Q.Compuior Tope

a Floppy Disk

• Video'Tape

8. Record Series Seopepcs

O Alphabetical

^ Numerical

• Chronological

H Gaographical

Q Other (specify)

9. Volume

1 •
Number

•<aj H(« Ot«v«er(e)
• MicroHm Rwl(s|

Q Computer Tape(s)
D Other (specify)

10. Annual Accumgl.

k.
Number

Rte Drawees)
• ' Mfcrofilm R«wl(s}

O Computor Tapo{s)
• Other (specify)

11. Fie is Used
a DaSy HWeeldy D Monthly

12. R s Becomes Inactive After
O Monlhts)

Number N/A
a Y«<Ks)

13. Cwront Location^) (BJdg., Rcxjr, Room)

707 N . Calvext S t / 5 t h Boor

14 Is Record Series Duplicated Elsewhere?
.JILyes. specify agency or offks)
& Yes a No

15. Access Restrictions 0 Yes I j t No
(rf Yes. cite Law(s) 8> Regiiafion(s) '

16. Audit Requirements

[% None D State • Federal • Independent

17. Is an Index System Used? (If yes, explain briely and describe
any hadwsre/software

a Yes V No

18. Recommended Retention . . . .

Permanent. Transfer periodically to the
MD State Archives

^ Name and Title of Preparer
Sinunons, RIPD Division Chiefm»* 20. Telephone Number

410/545-5675
21. Date

am
January 31, 1996

>QS 550-4 (Rev. 1/93}

Figure 1



Insirucfotis - Type or Print a separata form for each
new or revised record series, forward with Record
Retention Schedule (DOS S50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT 0IVIS1ON

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVh'' '^W

PAGE 3 - OP J L

jpartnwnt/Agancy

tate Highway Administration
(R1PD)

2. Division

Office of Planning & Preliminary Engrg.

3. Unit

Reg"l & Interaodal Plait Div.

OEFtNmQN - RECOPO SERIES • A group of related records normally filed and used as a unit for reference as well as retention aid digpoalion purposes.

4. Record Series Tills

Special Issues Files

S. Eariest Year/Latest Year
~a__tO____

Present

6. Record Series Inscription (Briefly d&seribe tfia types of inTormaSonn/dowmams/Iorms (bund in the series. Include the purpose or function of 1ti» series.

Letter size paper files ananged alphabetically first by county, then by project name.
Includes correspondence, reports and/or other documentation, for short-term planning issues which do not fall under one
specific route. SHA may not necessarily even be the lead agency, but lias been asked to provide input/expertise. Examples
include: development sites (Redskins stadium sites), agreements with counties, review of county master plans, etc.

»

7. Record Series Formai(s)

^ Letter Siz» Dfcfcrofihi '

0 Legal Sza Q Computer Tape

0 Bound Book O Floppy Disk

l Audio Tape n Video Tape

O Other (specify)

B. Record Series Sequence

V Alphabetical

Q NurtBiical

• Chronological

$ | Geographical

D Other (specify)

9. Voiums

Number

ft Pie Drawees)
# Microfilm Reel(5)

0 Computer Tape(s)
D Other (speciy)

10. Annual Aecumulatfon
t^ File Dravrarts)

n D Microfilm Reel(s)
« - D Computer Tapers)

Number • Other (q»dfy}

U. File is Used
A Daily nWeeWy O Monthly

12. RIs Becomes Inactive After
31 D MontMs)

Number
\ ^ Ye*(s)

13. Current Location^) (BJdg.. ROOT, Room)

707 N. Calvert St/5th floor

H . Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Q Yes fiSf No

15. Access Restrictions a Yes Off, Mo
(If Yes. dte Law(s) & RegulatH>n(s}

16. Audit Requirements

fcs Ncno D State • Federal • Independent

17. Is an Index System Used? (It yes, explain briefly and describe
any hadwaretooffcvare

O Yes No

18. Recommended Retention

Maintain in office for 2 years after SHA
becomes inactive in project; then forward
records to MD State Records Center for an
additional 10 years; then destroy.

Dr]uTSanniBnl,oifi(?5fl5ivision Chief 20. Tal« 21. Dale

January 31, 1996

3GS 550-4 (Hev. 1/33)

Figure 1
•3



Instructions - Type or Print a separate form lor each
new or revised record series, tarn aid wttv Rawed
Retention Schedule (DOS 550-1)

DEPAR'I WENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX Z75

JfcSSUP, MARYLAND 20794

MifcU*Ui Kt^U'iw •-

PAGEJJ, * i -
/ " •

{ ^MJrtmentfAgency

Highway Administration
(RffD)

2. Oivision

Office of Planning & Pretiminajy Engrg.

3. Unit

Regl & Intermodal Plan. Div.

DEFINITION - RECORD SERIES - A group of related records normaly filed and used as a unit tor reference as wall as rewnflon and cBsposStbon purposes.

4. Recurd Series Titte

State Rome Files

5. Earliest Year/Latest Year
ID

1972 Present

6. Record Senas Description (ftwfty describe (he typos ol Informatk^nWocumeots/torms found in 9» series. Include the purpw« or hncllon of the aeriss,

Letter size paper files, arranged alphaminierically firat by county, then by route number. These are the historical state
route files and include documentation of the planning activities an the various routes located in Maryland.

7. Record Series Formats}

tyDLettar Size Q Microfilm '

• Legal Size Q Computer Tape

• Bound Book D Ftoppy Disk

^ ^ A i r f o Tapd • Video'Taps

^ 3 Other (spwafy)

8. Record Series Sequence

D Alphabeicai

Vj Numerical

D Chronological

»} Goographlcal

Q Othar (specify)

9. Volume

Number

^ R o Draw«r(s)
W Mfcrefilm Re*((s)

• Computsr Tap«(s>
• Other (specify)

10. Annual Accumulation
^ fila Drawees)
O Mfcroflm Heel(s)

• Computer Tapo(s>
Numb«r Q Other (specify)

X

11. Rb is Used
• Daily d Weakly O Monftily

12. File Becomes Inactive After
0 Mcnlh(fi)

Number
Q Year($)

13. Current locafion(s) (Bldg., Floor, Room)

707 N. Calvert St./5th floor

14, Is Record Series Duplicated Elsewhere?
(If yes, specify agsney or office)
• Yea «^ No

15. Access Restrictions D Yas ^ L No
(If Yes. dte La)iv(s) & RegulatJonls}

16, Audit Requirements

Vj None Q Stale • Podoral • IndeportdBrtl

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/soRware

D Y«s fe( No

18. Hacommanded RetanBon

Permanent Transfer periodically to the
MD State Archives.

L Name.and TitteSlam6,and TiOa ofJJreDPfflT- . . _
ug Simmons,RlPDDivisioa Chief * ^aiKKfig 21. Date

January 3 1 , 1996

iS USQ-A (Hev. 1793)

Figure 1



IngtmcBons -'Type or Print a sspaate lorm for each
tifwf or revised record series, tonrcrd with Record
Retention Schedule (DGS 550-1)

ililiiill'c. - l i t ] .JJ.J Xt-l-'-t_>
OEPAR7MENT OF GENfcfiAL SERVICES

RECORDS MANAGEMENT DIVISION
TZTS WATERLOO ROAD

P.O. BOX 275
JESSUP. MARYLAND 207S4

AGENCY RECORDS INVENTORY

PAGE A.OFX
I _ipartjnantfAgency

Highway Administration
PD)

2. Division

Office of Planning & Preliminary Engrg.

a. Una

Reg'l &. Intermodal Plan. Dfr.

OERNmON - RECORD SERIES • A group of related records normaly [led and used as a unit for reference as well as retention and disposition purpose*.

4, Record Series Tila

Metropolitan Planning Org. (MPO) Files
5. Earliest Year/Latest Year

lo, „ _
lira. Present

6. fleoord Series Description (Briefly describe the typ«s of InfomnaBonn/dgcunientsrfwtTis foind in the series. )ndud» ttw purpose or Junction of to seriaa.

Letter sized files arranged alphabetically fty subject, then by program year. Includes infonnatkwi on tie Transportation
Improvement Program (TIP) and long-range plans; current MPO committee and sub-committee meeting minutes and
handouts that ate used on a daily basts and SHA/s input into the programs, represeniathtg a history of SHA's
transportation program in the urban areas.

7, Record Series Format($) •

|Letter Size Q.MicraElm

n Legal Size Q Computer Tape

D Bound Book • Floppy Disk

, 1 Audio Tape

' Vcther

aVideoTape

(specify)

a. Record Series Sequence

V Alphabetical

• Numerical

0 Chronological

D GeggrapNcaJ

D Other (spedfy)

9.Volme

Number

pL Flo Drawees)
O Mnroflni Peelts)

• Oomputar Tapo(s)
0 Other [spscify)

10. Annual Aocumul̂ lion
ig Ra Dnw»or(*)
• Microfilm Real(s)

0 Gomputar Tsqw(s)
• Other (jpodfy)Number

11. RieisUsi
Daily . • Weekly 0 Monthly

12. File Becomes InacBve After
3L D Month(s)

Number
Yaafts)

13. Cmrent Location(sJ • (Bdg., Hoar. Room)

707 N, Calvert St jSth floor

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)

4 j Yes v 0 No

15. Access Restrictions a Yes )^ , No
(If Yes. dte M s ) & Regutafonfc)

16. Audit Requirements

S( None D Stete O Federal d Independent

17. is an Index System Used? (If yes, explain briefly and describe
any hadware/software

O Yes >0 No

18. Recommended Retention

Maintain in office for 2 years; then forward
to the MD State Records Center for an addit-
ional three years; then destroy.

Jtoij
Name .and TiUe oLPreaare!:. .
pvg Simmons, K lPD Drviision Chief

20. Telephone Number
410/545-5675

21. QsfP

January 3 1 , 1996

_ ••i'-



lostaictfom -'Type or Print a separate form for each
new or revised record rarfes, lorwerd with Record
Reteniori Schodule {OGS S50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

H . 1 U / 1 1
AGENCY RECOROS INVENTORY

PAGEJ L < * _ 1
[ ^•cartmeni/Agency
v-^BRte Highway Administration

(RIPD)

2. Division

Office of Planning & Preliminary Engrg.

3. Unit

Regl & Intermodal Plan. Div.

DEFINITION - RECORD SERIES - A group gf related records normally filed and used as a unit for reference as wall as retention and disposition purposes.

4. Record Series Tide

Public/Private Third Party Agreements

5. Easiest Year/Latest Year

197Z~~ Present

6. Record Series Description (Briefly describe ttw types of infemiationnMoounients/lonTw found in the series, Include fte purpose or (unction of trie series.

Letter sized ffles arranged alphabetically *y subject or numerically by route. These records include all the backup materials
and documentation for negotiations of third party agreements (i.e,, with-counties, developers* or others) as well as tfce Snal
executed agreements for projects or issues throughout Maryland. Must be kept permanently because agreements identify
which agency is responsible for implementation, maintenance, etc. as well as other issues.

7. Record Series Formats)

I&letter Size • Micraflm

D Legal Size O Computer Tape

D Bound Soak • Floppy Disk

^ ^ A u d i o Tape Q: Video Tape

^ ^ Other (soflcify)

6. Record Series Sequence

tf Alphabetical

• Nunerical

O Chronological

^ GsographicaJ

• Other (spoofy)

9. Voluma

Number

^ . Rl« Drawor(s)
• Microfilm Reel(s)

• Computer Tape(s)
D OSwr (specify)

10. Annual AccumulaJon
B^ Rta Dfawar(s)

\ O Wcrefilm Reel(s)
' a Computer Tapa(s)

Number • Other (specify}

11. Fie is Used
Q Daly DWeatOy n Monthly

12. File Becomes InacCv© After
O Monlh(s)

Nuitbet
0 Y«ar($)

13. Current Location(s) {BUg., Roor. Room)

707 N. CaKert St/5th floor

U . Is Racoid Series D^jlicatBd Elsewhere?

i
U yes. spadfy agency or office)

Yes ^ n No

15. Access Restrictions O Yes B* No
(If Ye$. cite Law(s) 81 RGgJaBon(s)

16, Audt Requiremsnu

(|8( Nona O Stats 0 Pederal D Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadwara/sofovara

18. Recommondod Retention

D Yes $ No
Permanent. Transfer periodically to the
Maryland State Archives.

ivision Chief
20. Telephona Number

410/545-5675
21. Date

January 31,1995

3«S &0-4 (Hev. 1̂ 93)
Figure 1



Insimetioris -.Typo or Print a separate form for each
nem/tr revised record series, forward with Record
fletenSon Schedule {OGS 550-1)

l_i II ii I.LI I'j -U.U _j.J-) 1U-I-'
DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS1 INVENTORY

PAGE _ j L OP '

jpartmenVAgency

(RIP]
Highway Administration

IPD) '

2. Oiviaon

Office of Planning & Preliminary Engrg.

3. Unit

Regi &. Intermodal Plan. Div.

DEFINITION - RECORD SERIES • A group of related records normally Glad and used as a unit for reference as wol as retention and cfcposttan purposes.

A. Record Series Tide

R o l l Plaits

5. Earliest YeoVlatesl Year
to

1972 Present

6. Record Series Description (Briefly describe tfm types of intomaiionri/documgnte/forms found in he series. Indude In© purpose or function of tto series.

Large batty sized plan rails (approximately 24" long z 42" wide) currently stored in tube files (not comdusive tor
microfilming) These plan sheets illustrate various feasibility study/planning concepts. They are one-of-a-jdnd documents
generated by the RIPD.

7. Record Series Feritiai(s}

• Letter Size D Mkrafflm '

D Legal Size _ • Computer Taps

D Bound Sook O Floppy Disk

.. 1 Audio Tape • Video T ^ »

**&?**)«•SS

8. Record Series Sequence

W Alphabetical

Nunerical

• Chronoicigical

Q Gaographical

Q Other (specify)

9. Volume
Q RIs Drawerfs)
a Microfilm Reei(s)

>0 • a Computer Tapo(s)
Nixnber % Other <ipedfy)

10. Annual Aocunulation
a FDo Drawer(s)
Q Mkrofibn R««1(B)

. .< *T ._ D ComputerTape(s}
Number M Oltw(5pocJM

11. File is Used
R Daily OWeehly O Monthly

12, File Beoowes lnxtfv» After
5 Q Mor*(s)

Number
J&vYearts)

13. Current LncatioiHs) (Sldg^ Roor, Room)

707 N. Calvert SU5th floor

14. Is Record Series Duplicated elsewhere?
(IF ye$, specify agency or office)
• Yes & No

15. Access Restrictions a Yes fr Mo
(K Yes. cite Law($) & FtogulaiMs)

16. Audft Requramenls

^ None 0 Slate • Federal Q Independent

17. Is an Index System Used? (If yes. exptein briefly and describe
any hadwara/feofa/are .

O Yes • K N °
18. Recommended Retention

Retain in office for 5 years; then forward
to the Maryland Stte Records Center for an
additional 10 years; then destroy.

Name and Ufa of Preparer
Bug Simmons, RIPD Division Chief

20. Telephone Number
410/545-5675

21. Dale
January, 3 1 ^ 1 9 ^ 6"v

JGS 5 K M (Hev. 1/93)

Figure 1


